ADMINISTRATION

W

Wisconsin Department of Administration
Division of Enterprise Technology

MPP Hoteling App Guide



Department of Administration MPP Hoteling App Guide DET/BAS/CS

Content

Make a reservation

ViIEW The reServation LIS ....ciuiiriie ettt ettt et et st s ettt s et st et ses b eresbeessesere et sensebens st sentesereesenenses
Cancel an existing reservation
HElP DESK INFOIMATION ...vieiitietiecece ettt ettt e et ettt et e s sbe st st e ses ses e s bttt ereaseeaeebe st st e sassesbasenssesereaneans

Mobile app download instructions

Page 2 of 12 Revised: 8.16.2021



Department of Administration MPP Hoteling App Guide DET/BAS/CS

Intro

Hoteling app can be accessed on your mobile phone by downloading an app (refer to p. 9 ) or on the desktop by
going to WI Desk Booking V2 - Power Apps

Upcoming Reservations

= ol - 2

Dashboard My Appts Book Contact Us

Make a Reservation
Step 1. Click on the Book tab, select a date and time slot and click Continue:

Select a Date

< August 2021 >
S M T w T F S

il I 12 13 14

5 1® 17 18 19 20 21

2 23 24 25

Select a Time Slot

10:OOAM to “HIGOAM
==

Dashboard My Appts Contact Us
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https://apps.gov.powerapps.us/play/ad98336e-5701-47d9-a553-7e24b9bef27a?tenantId=f4e2d11c-fae4-453b-b6c0-2964663779aa
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Step 2. Select a City and click Continue:

g 1

Madison
Milwaukee l:l
Eau Claire I:‘
Wi Rapids |

e ==

Step 3. Select a Building and click Continue:
Select a Building

City: Madison
Hill Farms State Office Building
v

4822 Madison Yards Way,
Madison, W1 53705

N TN

Step 4. Click on Details next to the cubicle to see its location on the map:

Select a Desk Asset Details
Madison-Hill Farms State Office Bullding

ce ng
8/19/2021 10:00 AM - 8/19/2021 11:00

AM

Details
Cusicle I:l Description:

[Contains two monitors and a phene.

5203.02

Cubide

$203.03 <
e Details
$203.06 =
v Details

$203.07

Cubide

Details

g gjg| O

5203.08

Dashboard My Appts. Book Contact Us
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Step 5. Select a Desk and click Continue:

Select a Desk

Madison-Hill Farms State Office Building
8/11/2021 10:00 AM - 8/11/2021 11:00

AM i
= 0
2 0
m
= 0
5203.15 m =

Step 6. Review your reservation details and click Confirm:

Please review your desk reservation details and press
Confirm to proceed with your reservation

Hill Farms State Office Building
5203.01

Monday, August 16, 2021 -
Thursday, August 19, 2021

9:00 AM to 10:00 AM

Step 7. View your upcoming reservation on the Dashboard page:

i1}

Upcoming_ Reservations

Hill Farms State Office Building

AUG $203.10
1 10:00 AM to 11:00 AM
[

== fol + 2

Dashboard My Appts Book Contact Us
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View the Reservation Details

Step 1. Click on New Window sign next to the reservation:

i

Upcoming_Reservations

Hill Farms State Office Building
AUG $203.10
1 10:00 AM to 11:00 AM

= R + R

Dashboard My Appts Book Contact Us

Name )

Floor Reserved On
2 8/13/2021 7:46 AM
From To
Sp— I————
Building

Hill Farms State Office Building
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Cancel an Existing Reservation

Step 1. On My Appts tab click Cancel next to the reservation you want to remove:

My Appointments
UPCOMING (1)
Ave $203.03
18 10:00 AM to 11:00 AM

o [

Q + 2

Dashboard | My Appts Book Contact Us

Step 2. Click Confirm:

Confirm Cancellation
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Help Desk Info

Select Contact Us tab:
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Contact Us

Facility Related

Hours: 7:30 AM to 4:00 PM Monday through Friday, except

state holidays.

&
=

608-266-1485

Technical

Hours: 7:30 AM to 4:00 PM Monday through Friday, except
State holidays.

&

(608) 267-6930

DOAHelpdesk@wi.gov
Dashboard My Appts Book

Contact Us
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Mobile App Download Instructions
Step 1. Download Power Apps from the App Store on your phone:

es.  Power Apps >
® - cet

* ok ok ok ok

Step 2. Click on the Settings symbol:

Hello

Sign in to start using Power Apps

Sign in with your work or school email account

Terms of service | Privacy statement :

someone@example.com

Step 3. Select US Government GCC from the Region settings dropdown menu:

Region settings Region settings

Region settings

Please select Global unless otherwise instructed by

Please select Global unless otherwise instructed by
your administrator

your administrator

US Government GCC /

Please select Global unless otherwise instructed by
your administrator

Global Global

US Government DoD

US Government GCC High

US Government GCC

China

Global
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Step 4. Enter your work email address:

Hello
Sign in to start using Power Apps

someone@example.com

Terms of service | Privacy statement

Step 5. Enter your password:

Cancel

@ WISCONSIN

i
Enter password /

Password

Forgot my password

Sign in with another account

Do not use the “Forgot My Password"
link above. To reset your password or
unlock your account, please use EIAM
Self-Service or contact your Agency
Help Desk.

Warning! This system
contains State and U.S. Government
information and all equipment, systems,
services, and software connected to this
system are intended only for official
business use. By accessing and using this

Step 6. View Home page with apps:

Favorites

h A
N d

You have no favorite apps

Apps that you favorite will show up here

Recent apps

DOAStallShare

) Schmitt, Samuel - DOA @

State of Wisconsin DOA (default)

TelecommutingForm
Schmitt, Samuel - DOA @
State of Wisconsin DOA (default)

A 88

Home
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Step 7. Click on All apps tab and select an app of your choice from the list:

All apps N

u S ot
DOAStallShare
) Schmitt, Samuel - DOA

LTE Acknowledgement

Korth, Katie - DOA

Region 4 Equity and Inclusion

Metrics

Perreault, Victoria - DVA
a TelecommutingForm

Schmitt, Samuel - DOA

27

| Desk Booking V2
nguluri, Vinod A - DOA (BBA

Step 8. Click Next:

Swipe from the left edge to close app

Step 9. Click Allow:

Almost there ...

WI Desk Booking V2 needs your permission to
use the following. Please allow the
permissions to proceed.

Office 365
SharePaint
5 V7 Signedin e

Don't Allow
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Department of Administration

Step 10. Congratulations! You have downloaded an app successfully

“Welcome, , =

=

i

Sa
Upcoming Reservations

= R I 2
Dashboard My Appts Book Contact Us
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